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Good afternoon,
 
Thank you so much for attending yesterday’s Managers’ Forum and
participating in the discussion concerning the Region 4 Fresh Return
Initiative.  I wanted to share (1) summarized questions and answers from
yesterday’s discussion and (2) the Region 4 Fresh Return Initiative Checklist
that was referenced by Iris Ashmeade and me.  I am sharing these two
documents only with the managers.
 
Since it is late in the workday and to provide time for you to read both
documents, I will not send the All Employees email today.  I have it prepared
and ready to email at 10 am in the morning (Thursday, March 24, 2022).
 
Thanks!
Vickie
 
 
Vickie H. Tellis
Director, Mission Support Division
U.S. EPA, Region 4 – Atlanta, Georgia
404-966-9847 Mobile
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All Managers Forum 


Region 4 Fresh Return Initiative Discussion 
March 22, 2022 


 


1. Will there be any way for employees to have access to temporary storage for items 


prior to the contractor 's cleaning effort?  


Yes, there will be limited storage space available. 


Employee should store, if needed, in the overhead bins or take items home. There will be 


limited storage but prefer that to be the exception and not the rule. If something must be 


stored, it should be boxed and labeled, and a work request done for holding in the basement 


for no more than 3 months. 


2. Will staff need to stop by the mail room between March 28-April 22, to get masks 


and gloves OR do managers need to get a stash for their employees before March 


28?  


Should employees come in the office prior to March 28, they may stop by the mailroom to 


pick up masks and gloves. During March 28- April 22, masks and gloves will be prepositioned 


on each floor. 


3. Will boxes and recycling bins be made available? 


Gloves and masks, record boxes, and designated pre-staging for excess property will be 


identified on each floor. Recycling bins and trash bins will also be prepositioned. 


4. Are desktops expected to be completely clear? 


Yes, desktops should be completely clear, except for docking stations, monitors and 


telephones. 


5. What about inside the overhead cabinets?  


No, overhead cabinets are not required to be decluttered. 


6. Are the dumpsters available for staff who have quite a bit to throw away? If so, 


could you let us know how to order them? 


MSD will have dumpsters prepositioned and will empty them throughout the process. 


7. Will the new return date come with at least 45 days' notice? 


The Agency’s 45-day notice has been given. However, the Fresh Return Initiative will delay 


the return of Region 4 employees as we accomplish decluttering between March 28 and April 


22.  Adequate notice of the return to work will be communicated. 
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8. I'm assuming books do not need to be removed from bookcases. Is that correct? 


Books can remain on bookshelves.  


9. Will the air quality on our floors be tested after the clean, sanitize and vacuum step? 


Yes 


10. So, do I understand correctly that staff will be expected to come in during the 3/28-


4/22 window to declutter, ahead of the return-to-office ramp-up? 


Yes 


11. Did the assessment include storage closets and file rooms? How do we address those 


spaces? 


Storage closets and file rooms are not part of this Initiative. However, Divisional management 


should address storage closets and file rooms consistent with the decluttering efforts.  


12. Can staff work outside of their scheduled/approved work hours office hours to come 


in to declutter? 


Whether employees can come in other than their schedules is a question for Division 


Directors. Each Division will generate their own plan to accomplish this over the next 4 weeks. 


13. What about the copy room spaces, storage rooms, etc.? Who should declutter those 


areas and clear those countertops?  


Copy room spaces nor storage rooms were addressed. Further information will be shared with 


the Divisional/Office POCs. 


14. Are the dumpsters available for this week ahead of the March 28th kickoff? 


Yes, normal trash bins are there and recycling bin in the recycle room for this week. The 


dumpsters will be there starting next week. 


15. I just want to confirm that the mass email being sent to staff will clearly state that 


the unions are supportive of the Agency requiring employees to come in before the 


return-to-work date to do the decluttering. Thanks! 


No, Union Presidents will send messaging to their constituents.  


16. Can someone share the hours of the mail room, please? 


8:00 a.m. – 5:00 p.m., Monday -Friday. 
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17. We are pausing return to work, so managers do not need to conform to the 


published schedule. 


Correct.  Region 4 is “pausing” return to work dates.  


18. Each Division will plan for staff to come into the workplace and clean their spaces 


and to have appropriate management representation during this process. 


We should use “declutter” instead of clean because the pest management contractor is 


responsible for cleaning.  Yes, a manager should be available. 


19. If a staff person indicates they will not return to do the cleanup we can direct them 


to take the requested action. 


Yes, except in cases where there is an approved exception.    


20. We can direct this action as early as Monday. 


As early as Monday, March 28, 2022, managers can begin to schedule employees’ time to 


declutter their workspace. 


21. When cleaning we recommend masks and gloves, but they are not required. 


As part of the Fresh Return Initiative to declutter workspaces, we will not require the use of 


mask and gloves. However, for health and safety, wearing a mask and gloves was 


recommended by the pest management professional.  Therefore, MSD will make masks and 


gloves available.    


 


 








REGION 4 FRESH RETURN INITIATIVE 


ROLES & RESPONSIBILITIES 


“CHECKLIST” 
 


Overview:  
Region 4’s re-entry preparations will begin with a Fresh Return Initiative across all floors, 


offices, and workstations.  Upon departure from working in the spaces, no one could have 


guessed we would be largely absent from the building in a two-plus year’s remote working 


status.  All spaces need dedicated attention to removing food, plants, excess paper, records 


compilation and storage, and the decluttering of offices and cubicles.  Please remove paper, 


personal belongings, food, etc. from desktops and floors.  Removal of these items will enhance 


access for building cleaning and sanitizing while ensuring our return to a fresh and safe work 


environment.  MSD will coordinate with Division/Office representative(s) for your respective 


employees/locations.  This initiative starts on March 28, 2022, through April 22, 2022. 


 


Each Division Will:  
- Develop, coordinate, and execute a division/office specific plan (e.g., staggering employee 


schedules, etc.) to successfully implement the Fresh Return Initiative 


- Identify Division/Office Point of Contact (POC) and provide names to Iris J. Ashmeade and 


Donald O. Fortson via an email titled: (Division Name) Fresh Return Initiative POC NLT 


Wednesday, March 23, 2022.   


- Ensure a manager is physically onboard for each day 


- Ensure all personal items, plants, food, clutter, paper, etc. are removed from desktops and  


floors and each vacant cubicle located within your Division/Office space 


- Identify and provide to Iris J. Ashmeade and Donald O. Fortson, via an email titled (Divison 


Name) Prestaging Areas by Floor), NLT Wednesday, March 23, 2022, the designated 


location(s) (cubicle/office number(s)) for staging each of the following:  


o Masks and Gloves 


o File storage and Archive record boxes pick-up 


o Surplus Accountable Property 


- Coordinate all surplus property with your Division/Office Property Custodial Area Officers 


for proper tagging and coordination with FGAMB’s FESS Property Management Team.  


Stage labeled property in designated staging location per floor. 


- Coordinate all file staging and records archiving with ISMB’s Records Management Team 


for proper tagging and coordination.  Stage labeled boxes in the designated staging location 


- Recycle in the designated Recycling Rooms (located East side) per floor for EPA laborer 


contractor’s daily collection.  Specifically includes:  


o Recycling bins (paper, broken down boxes/cardboard) 


o Office supplies (notebooks, clips, hole punchers, etc.) are placed on shelves. 


- Remove personal items (food, plants/potting soil, etc.) and discard them in designated trash 


receptacles. 


- Ensure that cubicles/offices are cleared of all excess paper and boxes on/under worksurfaces. 


- Return recycling bins to the floor Recycling Rooms for daily empty/return by EPA contractor  


Do Not:  
- Block main egresses (corridors, entrances/exits, stairwells, restrooms) 


- Bring in cleaning supplies; the pest control company will accomplish cleaning   


- Dispose of food/plants/soil in paper recycling bins 


- Place old batteries in recycling bins; return to the mailroom for further disposition 






